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Cardinal Flowcharting Standards:
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Batch 

Process

Budget YE 

Close

GL

5.3

Manual 

Operation

Represents an entity (person, organization, etc.). 

Used only when necessary to show the source of 

important information

End

Indicates point at which the process begins. Does 

not represent any activity.

On-Page or Intra Process Connector. Used to 

avoid complex overlapping connector lines or to 

continue a process on a subsequent page. Also 

used to reference a sub process within the same 

main process. Connectors are labeled with 

UPPER CASE letters.

Represents the possible outcomes of a decision or analysis that 

took place in a step immediately preceding. NOTE: this symbol 

itself does NOT represent any activity, and should not be given an 

identifier.

Represents an interface or a process step that is performed 

within the PeopleSoft system. Use a verb phrase (Process 

Invoice) NOT a noun phrase (Invoice Processing) to describe 

the step.
Start

 1.1.1

Approve PO

Step 

Description

The step number should 

be placed at the top of 

each step or process

Step Number 

Entity 

Name

Indicates point at which the process ends. Does 

not represent any activity.

Represents a process or step that is performed manually. Use a 

verb phrase (Process Invoice) NOT a noun phrase (Invoice 

Processing) to describe the step.

X

Represents a batch process within the PeopleSoft system.  Use 

a verb phrase (Process Invoice) NOT a noun phrase (Invoice 

Processing) to describe the step.

Decision 

Outcome

Represents a document of any kind, either 

electronic or hard copy

Inter Process Connector. Used to connect steps 

between business processes. Description can 

include Process step name. (e.g. General Ledger 

Sub Process 5.3 would be  Budget YE Close GL 

5.3 ).   

Document
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7.1 – Maintain Cardholder Information

7.1.1

Maintain 

Cardholder

Profile Data

7.1.2

Maintain 

Cardholder 

Defaults

7.1.4

Assign 

Proxy Users

PCard 

Administrator will 

setup  cardholder 

information by 

employee id

Default set of 

chartfields are 

assigned to each 

card

PCard 

Administrator will 

assign proxy 

users of the cards

7.1.3

Assign Pcard Roles 

to Users

The Security 

Administrator will 

assign PCard 

roles to users

Start End
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7.2 - Process Procurement Card Transactions

No

7.2.1

Procurement Card 

Statement File

Staging

Errors?

Yes

7.2.3

Review & Correct 

Staging Errors

PO related?

7.2.6

Split Transaction 

Based on PO Lines

Yes

No

A

7.2.5

 Workflow 

Notification to 

Cardholders

7.2.2

Load PCard 

Statements To 

Staging Tables

(CC_TRANS_EC

)

7.2.4

Load PCard 

Statement

(CC_TRANS_LINE, 

CC_TRANS_DIST)

PCard statement file will be 

received on a nightly basis 

from Bank of America.

Batch process will 

stage the PCard data 

and check for errors.

PCard Administrator will 

correct any load errors.

Batch process will load the PCard 

data into the Pcard tables.

Workflow will notify Cardholders 

transactions have been loaded.

If the transaction is related to a 

PO the system will attempt to 

match against the PO.

Start
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7.2 - Process Procurement Card Transactions (cont’d)

Yes

No

Yes

No

Yes

Dispute? Error?

A

7.2.10

Modify Chartfields/

Run Budget 

validation

7.2.8

Track/Resolve 

Disputed 

Procurement

Card Charges

Credit 

Collected?

7.2.9

Mark Collected

If the transaction needs 

to be disputed, it will be 

marked in dispute.

Reconcilers will update 

default chartfields and 

verify budgets.

Once a credit is received 

the transaction is marked 

collected.

7.2.7

Scan and Attach 

Receipts

The Reconciler is responsible 

for tracking and resolving 

disputes with the Merchant.

Cardholders will scan 

and attach their receipts 

into the system.

Reconciler changes status 

from Staged to Verified.

7.2.11

Set Transactions to 

Verified

7.2.12

Pagelet Will 

Display Verified 

Transactions

7.2.13

Set Transactions 

to Approved

Home page pagelet 

will be used to display 

verified transactions for 

Approvers.

The Approver will set transactions 

from verified to approved.

No

7.2.14

Run PCard 

Queries

After the end of the monthly 

cycle, AP Processor will run 

Pcard queries to ensure all 

transactions are approved.

AP

2.2 No

AP Processor will load 

the PCard transactions 

to the Voucher staging 

tables.

AP Processor will 

complete Payment 

Cycle

End
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